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1. INTRODUCTION  

This document gives an overview of the functionality of BDO Global Portal from the 

Client User perspective.  

 

2. BDO GLOBAL PORTAL CLIENT USER GUIDE 

2.1 INVITATION AND LOGGING INTO BDO PORTAL 

New client employees can access a BDO Portal only after they have been invited to it by 

a BDO employee. 

 Corporate email 

A client employee with a corporate email, who is new to the BDO Portal environment will 

receive an email invitation and needs to accept it to be able to log into BDO Portal (once 

per account): 

 

 

Example of the email invitation for a BDO Portal for a client user with a corporate email 

 

  Social email 

A client employee with a social email ( gmail, yahoo, hotmail, etc) who is new to the BDO 

Portal environment will receive an email invitation with an user name and a temporary 

password that needs to be changed before first login to the portal. The user name will 

have the following format : name@ext.bdo.ca 
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Example of the email invitation for a BDO Portal for a client user with a social email 

 

2.2 AT FIRST LOGIN 

 Supported browsers  

The supported browsers are Google, Chrome, Mozilla, Edge.  The portal is not compatible with 

Internet Explorer. 

 

At the first log in, the client user is presented with a BDO acceptance screen, followed by 

the portal’s Terms and Conditions and Virtual tour:  

 

Acceptance screen 



5 

 

The process of granting access to a portal and its projects may take a bit of time.  If the 

user attempts to access the portal before the access was fully set up, the following 

screen will be shown:  

 

User accepted an invitation; account is being set up 

Once the access is fully setup, the user will be able to access their BDO Portal. In case 

there is a significant delay in setting up a user account, please contact BDO at 

https://www.bdo.ca/en-ca/global-portal/ .  

 

 Terms and Conditions 

A Client user who is logging into a BDO portal for the first time will be asked to review 

and accept the Terms and Conditions set up by the BDO Firm. Acceptance of these is 

required for further work with BDO Portal. After acceptance, the Terms and Conditions 

can be revisited from one of the two menus ocated atthe top-right area of the screen. 

 

Initial Terms and Conditions popup 

 

 Virtual tour 

When logging in for the first time, upon accepting the Terms and Conditions, a client user 

will be presented with a Virtual tour. The Virtual tour can also be revisited later from 

one of the two menus located at the top right of the screen.  

https://www.bdo.ca/en-ca/global-portal/
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Virtual Tour popup 

 

 Top navigation menu  

The top navigation menu contains default menu items such as the portal’s name and ID 

and two menus at the top right of the screen, as well as links to different pages of the 

portal, such as Home, Documents and Organize.  

 Also in the top navigation menu there will be a links to Exchange, MS Dynamics, 

Analytics and More, if setup for that portal.  

The two menus at the top right, near the portal name and ID, contain links to Team 

Management and My Profile, Virtual Tour, Terms and Conditions and Logout. 

 

 

Top navigation menu with BDO Firm specific menu items 

 

 My Profile     

After the first log in it is recommended that each user visits My Profile and sets up at least their language 

and notifications preferences.  The portal information and the email notifications will be shown in the 

selected language.  
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For email notifications, the options are setting the interval for receiving notifications to real time, daily, 

weekly, and enabling emails being triggered by the following activities: uploading or removal of 

documents in the portal and tasks assigned to you (actions, document approval or signature). All these for 

the portal, not for Exchange.   

 

 

My Profile  

 

2.3 HOME PAGE 

The home page of the portal contains an Welcome block where messages to the portal users can be 

shown, a BDO CONTACTS area with basic information on the BDO team of the portal, and LINKS with tiles 

for quick access of the different areas of the portal.   
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Client employee profile page 

 

2.4 ORGANIZE 

The Organize section displays portal or project tasks and milestones, in a list or in a calendar view. The 

tasks can be actions or document related (signature or approval requests). 

 To switch between the list and calendar views, use the Calendar toggle on the right corner of this 

section.  Also on the right, you can set the calendar view as monthly or yearly.  

Organize - tasks calendar view 

On the left, you can select to display the portal level tasks or tasks for a selected project.  Use the Search 

function to search for a project.   

Below is a view of all tasks for the selected project APT Testing.  Note that there are color indicators 

depending of the tasks’ statuses.   
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Organize – tasks, list view 

Each task can be completed in this view by the person it is assigned to, by clicking or it and selecting the 

appropriate action. Below it’s an example of a document approval task.  

 

Organize –Approval task details 

Document related tasks can also be completed from the Documents section. This is explained in the 

Documents Management chapter.  

2.5 DOCUMENTS  
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The Documents area can be accessed from the top navigation menu or the Documents tile on the Home 

page.   

In the Documents page, a user can search for full or partial document names, can sort results and can find 

information on the latest updates of the files. In line with the Sort and Info icons, the breadcrumbs display 

the area we’re in (portal or project). Documents can be uploaded at the portal level (permanent client 

documents) and at the project level. 

 

 

 

Documents – menus  

 Permanent client documents 

Permanent client documents location is accessible to any user who can access a portal . 

Only documents which can be shared between any team member working for the same 

Client Portal should be uploaded into this location.  

Client users cannot upload files or create folders in the Permanent client documents 

area, but they can collaborate on these documents which are already uploaded there by 

their BDO colleagues.  

Portal users can reach Permanent client document location by ‘Documents’ link in the 

top navigation menu.  

In the example below, there are 4 pdf files in the permanent client documents.  
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Documents -  Permanent Client (portal level)  

The client portal users can review the Client portal / project documents using the link of 

the document. The user can copy the link of a document in the Documents tab in the 

client portal: 

 

 Project-specific documents 

The project-specific documents location is only accessible to users who have access to 

that specific project. This location can be reached by selecting the Projects folder, then 

the specific project.  

 

 Actions with documents  

By clicking the 3 dots in the very right column for a file we can choose an action ( copy link, edit file 

name, delete and download document). If a task of signing or approving a document was assigned to you, 

you can also action on that task from this menu.  

By selecting multiple files we can enable actions listed in the breadcrumbs row, near the New button.  
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Documents – actions for selected files 

 

 Document upload 

One or more documents can be uploaded to a specific project by using the New button or 

by dragging and dropping in the desired location.  

 

File upload – New button 

 

File upload popup 
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Currently the BDO Portal doesn’t support uploading of folders with files. Users can 

however create a folder using the New button and upload files into it. 

 

 Supported file types 

The supported file types for online reviewing of documents are: 

.pdf,.jpg,.png,.gif,.zip,.rar,.txt,.doc,.xls,.ppt,.docx,.xlsx,.pptx,.gme,.eml,.msg,.vsd,.vs

dx,.html,.xsl,.xml,.preview,.xslt,.jpeg,.xlsm,.htm,.docm,.xps, 

.mp4,.7z,.log,.xlm,.pptm,.zipx,.csv, .qbw,  .qba, .qbb, .qbm, .qbx, .sdb, .sdw, .sai, 

.saj, .abk, .aga, .agacc, .agaccbackup, .agacctransfer, .agex, .agexbackup, 

.agextransfer, .qdf, .sie, .se 

 

 Document sorting 

Users can sort documents uploaded to the BDO Portal specific location by certain 

parameter, full list is available by clicking on ‘Sort’ icon. Currently applied sorting is 

revealed in the same list as well as in the header of the column related to the sort 

option.  

 

Document sorting options 

At this time sorting preference is only applied for the selected location and is not stored 

if user moves to another one. 

 Single document actions 

Single folder specific actions are grouped into folder menu (under … icon for a that 

folder): 
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Single folder menu 

Actions specific to a selected document are available via context menu for that 

document (see … sign in the document row): 

 

 

Single document menu 

If a document in the list has an open task (signature request or approval request), then 

that document has an orange bar next to the file icon. A portal user can see details of 

the task by selecting the corresponding action (‘Sign’ or ‘Approve/Reject’) in the context 

menu of the document, visible if the task is assigned to them:  

 

Orange bar indicates document with task(s) 

Also, the portal user can see details and action on the task in the Organize page. By 

selecting corresponding action (‘Sign’ or ‘Approve’) in the context menu of the 

document, visible if the task is assigned to them.  

 See the Organize section for details on this section of the portal.  
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Documents which are associated with already completed tasks will have a green bar next 

to the file icon. 

 

 Actions for multiple selected documents 

Multiple documents and folders can be selected one by one by clicking on the circle 

showing up to the left of the item icon in the list when hovering with a mouse over the 

document in the list:  

 

Multiple selected documents 

Users can delete a group of selected documents and/or folders by using the “Delete” 

icon.  

A group of selected documents and folders can also be moved into a different location 

within the same project by using “Move” icon.  

A group of selected documents can be downloaded by using the “Download” icon. 

 

 Search 

File name search functionality is available in the Documents section of BDO Portal.  
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Document search results 

For all files retrieved by Search there are similar capabilities as in the Documents list in 

terms information displayed as well as sorting.  

In addition, the location of these files is shown (Permanent Client Documents or 

Projects/project name/folder)  

Another available option is ‘Browse to folder’  

The tasks associated with the retrieved documents are not indicated or accessible via 

document search results. 

Please note that document search results are subject to delay. Recently uploaded 

documents may not appear in the list, and recently deleted documents may still appear 

in it until a search crawl goes through. 

  Recycle bin 

Documents deleted in BDO Portal in Permanent Client Documents or in a project will be 

available in corresponding Recycle Bin until permanently deleted manually or 

automatically purged.  

 

 

Project specific Recycle bin  
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All items shown in the Recycle bin will have an option to either be restored to their 

original location or be deleted permanently:   

 

Document options in the Recycle bin 

  File upload limits 

The following limitations are applicable in the portal : Max 30 files can be uploaded via 

File Select or Drag & Drop function at once.  

 Max 2GB can be uploaded at once.  

 2GB is maximum allowed size of a single file for upload. 

 It is not recommended to upload more than 5000 files or folders into a single 

folder. 

  

2.6 TEAM MANAGEMENT 

BDO Portal permissions are assigned at the portal level (portal administrators) or per 

project (project administrators or project users) for both BDO users and client users. 

To add a user to a group, select Portal Admin Management for portal administrators, or 

the project name for project specific access, then select a project user group. 
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Client users who belong to the Portal Administrators group can manage access for client 

users in the portal administrators, project administrators and project users groups.   

Client users who belong to the Project administrators group, can manage access of client 

users in the Project administrators and Project users groups.  

Client users who belong to the Project users group can only manage access of lient users 

in the project users group.  

Please note that portal users cannot change or remove their own access. 

Portal administrators are automatically set as project administrators except for 

confidential projects.  

For confidential projects the access has to be granted manually. A portal administrator 

will not have access to a confidential project by default.  

To add a user, click on the ‘+’ icon for the group and enter the name or email address in 

the ADD USER pop up screen. This icon is visible if you have rights to manage access in 

that group. 

The name and email are required for inviting a new user to a Client Portal: 

 

 

New user invitation popup 

Once a user is invited, an ‘i’ icon indicating that an email invitation was sent appears 

next to the user’s name.  The icon changes color from amber to black once the email has 

been sent. When hovering over the ‘i’ icon, we can see information of that user.  
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Team management – icons for actions in a group 

To remove a user from a group, click the delete icon next to the user’s name. Please 

note that project and Client Portal permissions adjustments require time to fully apply 

and may not reflect in user accounts immediately.  


